ICT HQ induction booklet by International Livestock Research Institute
  
INTERNATIONAL LIVESTOCK RESEARCH INSTITUTE 
 
ICT HQ INDUCTION BOOKLET 
 
 
 
Your ICT 
Experience 
Simplified 
 +254 20 422 3253  
ilrikehelpdesk@cgiar.org 
 
Your ICT Experience 
Simplified 
 TABLE OF CONTENTS 
INTRODUCTION...................................................................................................................................... 4 
NETWORK ACCESS/EMAIL / INTERNET SERVICES .................................................................... 4 
New Staff .................................................................................................................................................................. 4 
Log on Details ........................................................................................................................................................... 4 
Usernames and Passwords ....................................................................................................................................... 4 
About Logon and Expiry of Passwords ...................................................................................................................... 5 
How to change your password ................................................................................................................................. 6 
Email Services ........................................................................................................................................................... 6 
Acquiring an Email Account ...................................................................................................................................... 6 
Accessing your Emails ............................................................................................................................................... 7 
Internet Access ......................................................................................................................................................... 8 
ICT SUPPORT SERVICES ...................................................................................................................... 9 
How to initiate a service request with ICT services ................................................................................................... 9 
Remote ICT Support .................................................................................................................................................. 9 
Response and Resolution Times.............................................................................................................................. 12 
PRINTING SERVICES ........................................................................................................................... 13 
TELECOMMUNICATIONS SERVICES ............................................................................................... 13 
Acquiring the services ............................................................................................................................................. 13 
A quick reference to using your Headset ................................................................................................................ 14 
Making a Call ........................................................................................................................................................... 14 
Call Dialing Procedures ........................................................................................................................................... 14 
External Calls ........................................................................................................................................................... 14 
How to Change Your Security Code ........................................................................................................................ 15 
Answering a Call ...................................................................................................................................................... 15 
Calling a person from the call log ........................................................................................................................... 15 
Adding an entry from the call log to your contacts list ........................................................................................... 16 
Calling a person from the contacts list ................................................................................................................... 16 
Adding a new contact ............................................................................................................................................. 16 
Editing a contact ..................................................................................................................................................... 16 
Forwarding a call ..................................................................................................................................................... 17 
Putting a Call on Hold ............................................................................................................................................. 17 
Transferring a Call ................................................................................................................................................... 17 
Making a conference call ........................................................................................................................................ 17 
Adding a person to a conference call ..................................................................................................................... 17 
Telephone Calls Accounting/Billing (Billing System)................................................................................................ 18 
DATA BACKUP & SHARED STORAGE ............................................................................................ 23 
Shared Storage ....................................................................................................................................................... 23 
Backup .................................................................................................................................................................... 23 
ILRI CORPORATE RESOURCES ........................................................................................................ 23 
The ILRI Intranet ..................................................................................................................................................... 23 
Online Financial Reporting ...................................................................................................................................... 24 
Human Resources System ....................................................................................................................................... 24 
Online Journals ....................................................................................................................................................... 25 
The ICT Portal ......................................................................................................................................................... 25 
 COMMUNICATION AND COLLABORATION .................................................................................. 25 
Virtual Meeting Tools: ............................................................................................................................................ 25 
Web Conferencing (WebEx) .................................................................................................................................... 25 
Skype Conferencing ................................................................................................................................................ 27 
Google Applications (A new way to collaborate in CGIAR) ..................................................................................... 27 
Virtual Meeting Tools Decision Matrix ................................................................................................................... 29 
ICT AWARENESS................................................................................................................................... 31 
SOFTWARE ............................................................................................................................................. 32 
 
 INTRODUCTION 
The ICT unit provides ICT services to all ILRI Staff and staff of hosted institutions based on ILRI 
campus. Your recruitment package included the ICT Policies that are relevant to your position. 
Please ensure that you have read these policies, in particular the ICT Privacy and Acceptable Use 
Policy (http://ict.worldagroforestry-ilri.org/ICT_Privacy_and_Acceptable_Use_policy). 
 
An ICT portal (http://ict.worldagroforestry-ilri.org) is available and maintained to provide you 
with detailed information on all the ICT Services available as well as how to request for them. 
NETWORK ACCESS/EMAIL / INTERNET SERVICES 
 
New Staff 
The HR Unit in conjunction with your Office administrator are responsible for ensuring that a 
record is created for you in the HR System (HR4U).  This will automatically alert ICT Services of 
your arrival and an account (username and password) will be created that will give you access to 
the ILRI’s online resources. Your administrator will complete the ICT Service request form 
(http://ict.worldagroforestry-ilri.org/ict_services/ilri/helpdesk which provides ICT with additional 
information and details of the services you are entitled to use.  
Log on Details 
Usernames and Passwords 
Upon receiving the above notifications and requests from your administrator and 
the human resources unit (For all staff administered by ILRI HR), on arrival all staff will receive a 
Username, password, an email address from ICT as well as any other services requested by the 
administrator using the User services request form. These will give you access to ILRI business 
systems and information resources that have restricted access. 
They will take the following form: 
Username: Initial of first name and last name e.g. IMoore (not case sensitive) 
 Email address: First name Initial full stop last name @cgiar.org e.g. I.Moore@cgiar.org for 
Ian Moore 
Password: a complex password as described below. A default password will be provided 
but that you will need to change on first log on. 
 If the username is already in use or if your culture uses different naming conventions, ICT will 
work with you to provide a relevant username and email address. 
About Logon and Expiry of Passwords 
 Your computer will have been joined to the ILRI domain to which you will therefore log on 
using the log on credentials provided. 
 ILRI has a password expiry policy for 90 days and users are expected to change their 
passwords before the end of the 90 day period. 
 10 days before your password is due to expire you will receive an email notification 
prompting you to change your password. Ensure that the new password meets the 
following criteria: 
 Be a minimum of eight (8) characters 
 Contain at least three (3) of the following four (4) character types: upper case 
characters (A-Z), lower case characters (a-z), numeric characters (0-9) or 
special characters (!”@$%&*…) 
 Be different to the previous five (5) passwords used. 
 How to change your password 
 
While on the ILRI Network 
 
 Press Ctrl + Alt + Del and click on change password 
 You will be prompted for the old as well as the new password. 
 
If not connected to the ILRI network (Travelling or working from home) 
(NB: You will need an internet connection) 
 
 Log in to http://service.ilri.cgiar.org. (NB: You have to change your password before it 
expires – note the expiry dates from the notifications). This is a self-service tool that 
allows you to: 
o Reset your password before it expires 
o Registered your account by providing answers to 3 easy to remember questions. 
 Once registered you will also be able to: 
o Reset a forgotten password 
o Unlock a locked account. 
 Instructions on how to use this service can be found here: http://ict.worldagroforestry-
ilri.org/IcrafADSelfService 
Email Services  
 
 
Acquiring an Email Account 
 You shall be issued with a @cgiar.org email account which you will use for your official 
communication in line with Email use policies.  
 This shall be done upon receiving information submitted via our New User ICT Services 
request form by your administrator. Refer to New staff section above. 
 
 You shall be notified on the credentials on creation of the account.  
  
 All mailboxes are protected by Messagelabs spam filter and TrendMicro antivirus 
solutions from CGNET. Emails received in Ms outlook on your computer are also scanned 
on arrival on download using ESET Smart Security that is installed on your computer. For 
more information contact the ICT Helpdesk. 
Accessing your Emails 
Access to Emails can be done through Ms Outlook, Outlook Web Access or by the use of a mobile 
device. 
MS Outlook:  
 The ICT unit currently recommends using Outlook 2010. 
 
 Email account configurations shall be done on the computer allocated to you and shall be 
part of the initial configuration once your account is created. This provides you with 
access to your mails when on the ILRI Network and on any Internet Connection if using a 
laptop that has been configured by the IT personnel (i.e. your official laptop). 
 
 If you have a laptop the RPC over HTTP setting will be configured on outlook as a default 
setting and which will enable you to use your outlook when away from the office as if you 
are in the office. 
 
Outlook Web Access:  
This tool provides you with access to you emails from any computer that has access to the 
Internet. The address is https://owa.cgiar.org. You shall be provided with the logon details.  
Log on format: 
Username: ILRI\Username and your log on password. 
 Using a Mobile Device:  
Your Email is also accessible on mobile devices that support ActiveSync. This 
includes most smartphones using Android or Windows mobile, as well as 
IPhones and Nokia. Each model of mobile device has a different set of 
configuration instructions. ICT is always ready to assist with the configuration either over the 
phone or via email. 
 
Internet Access 
Fast, reliable access to the internet is a high priority ICT service from all ILRI 
offices. You may be entitled to the “Internet @ Home” service, ask your 
supervisor if this applies to your position.  
 
In the Office 
Every Computer that is connected via cable or wireless network on ICRAF Campus has got access 
to the Internet. If you have got a laptop that has a wireless card installed, you can connect to a 
wireless network with the strongest signal depending on where you are. The wireless network at 
the moment is strongest near all the meeting rooms on campus. 
 
 
At Home  
The ICT Unit maintains corporate accounts for official internet access from 
home and the choice of provider will depend on where you reside as 
different providers are excellent in certain areas and not others. At the 
moment we recommend Africaonline’s Infinet Wireless Solution, or Safaricom’s 3G 
Data or Safaricom Wimax. Contact the IT helpdesk for further assistance with this. 
 
The costs of home internet connectivity are charged to the cost centre provided upon 
connection. Contact the IT helpdesk on ilrikehelpdesk@cgair.org or 3253 if you any queries on 
this. The service can be requested at the point of requesting for ICT services as there is a 
provision for this on the online New User ICT services request form. 
 
 
Travelling 
When on travel, you can either access the internet by using wireless networks that are more 
often than not, available in the hotels, dial-up services etc. depending on what is available for 
internet access. 
  
Once you are able to get internet access, and if using a laptop configured for your official use by 
the ICT Staff you will be in a position to download your Emails in the same way that you would if 
working from ILRI Campus. This makes use of the RPC over HTTP feature on exchange on the 
client. In case of any difficulties or questions with regards to this, contact the IT helpdesk. 
 
Please contact the ICT Helpdesk at ilrikehelpdesk@cgiar.org   
ICT SUPPORT SERVICES 
How to initiate a service request with ICT services 
Option 1:  
 Write an email to ilrikehelpdesk@cgiar.org (ILRI Nairobi) briefly describing the request in the 
subject field and details of the request within the body of the message. 
 This will automatically log a work order on our helpdesk system, in response you will receive a 
work order number by email with relevant information which you can use to follow up on the 
request. 
 The helpdesk administrator will allocate the request to the appropriate ICT staff who will then 
contact you for resolution. 
Option 2  
 Call the helpdesk on +254204223253 to speak to our ICT helpdesk administrator.  
 This is a busy line and may therefore inconvenience you hence it is advisable to use email and 
make calls for follow up or where necessary. 
 
 
 
 
Remote ICT Support 
To provide faster and more efficient service, depending on the nature of your problem, the ICT 
support staff my provide support through remote support tools. 
  
Dameware is used to connect to computers on the ILRI network and from where the ICT staff 
member can resolve your problem as if they were seated at your desk and as you watch. 
 
Team viewer is used to connect to computers outside of the ILRI network. You will need to have 
had the team viewer software installed on your computer and internet access available. This 
software is installed on all laptops set up through ICT as a default. In case you cannot find a 
shortcut icon on the desktop, please contact the ICT helpdesk immediately for installation to 
ensure the we can effectively provide remote support to you when the need arises. 
 
More information on the software can be found here http://ict.worldagroforestry-
ilri.org/node/282 
 
For any IT related problems, send an email to ilrikehelpdesk@cgiar.org 
giving a brief of the problem. A call shall be logged onto our helpdesk 
system and allocated to the next available technician to resolve in line with 
the resolution times set but definitely in the shortest time possible. 
 
Remote support is available through the use of teamviewer for more effective assistance.  
 
Very Important Facts you need to Know. 
 The ICT technicians cannot connect to your machine without your authorization. 
 Your laptop/Desktop must be connected to the internet for the technician to connect. 
 For the technician to connect to your machine you will need to provide an ID NO and a 
password automatically generated (Once you install the software and launch Team viewer you 
will get a unique ID and Password Specific only to your machine.) As shown in the below 
window. 
 
If there will need for the ICT staff to connect to your computer, the ICT support staff will 
notify you. 
You will be required to start the application by double clicking the team viewer shortcut icon 
that is on the desktop. 
 The team viewer window once team viewer application is starting appears as follows. You will 
be required to provide the ID and password digits that appear on the Wait for a session 
section of the window. 
 
  
Installing Team Viewer 
 Download the installation and  contact the ICT helpdesk for provision of the license 
 Double click on the Installation file and follow the wizard to install. 
 Note that it must be activated for full functionality – Please contact the ICT helpdesk for 
assistance. 
 
  
Response and Resolution Times 
Priority Level Should be 
resolved in 
Description Example Requests in this category 
1–Emergency 1-2 Hrs  Disrupted or restricted service Organization-wide, a whole wing or a 
whole floor 
 Internet is down campus wide 
 Email Server is down 
 A virus outbreak on the network 
2-High 1 day 
(24hrs) 
 Disrupted or Restricted service to a group of users  
 Disrupted service to single user that could affect a group of users 
 Finance Unit Printer is down 
 User’s PC does not have a working 
antivirus 
  
3-Medium 2 days 
(48hrs) 
 Disrupted or restricted service to an individual who cannot properly 
perform their duties without restoration of service  
 New Computer setup 
 New user account 
 Provide Telephone PN  
 Install custom software 
 Activate network point 
 Change distribution list Membership 
 Provide specifications for an IT 
equipment to be purchased by a unit 
  
4-Low 72 hours  Problem is causing inconveniences to a single user though the user can 
still perform their duties 
 User’s computer is slow 
 My monitor resolution is not very 
good 
 Change display name for an Ext 
 1 wk  This is basically anything that is not reported as a problem but as a change 
of a particular service and does not affect the operations of the centre or 
particular users 
 This depends on the enhancement and the ICT staff assigned shall discuss 
with the user to determine the length of the project.  
 Change the layout of the Telephone 
directory on the intranet 
 PRINTING SERVICES 
The ICT unit provides network printing services to all staff on campus. A mix of multifunctional printers 
(With copy, scan and print functionalities) and those with print functionality only have been strategically 
positioned for access to users. 
 
The printer that is closest to you is installed by default on your computer by an ICT staff during set up. 
 
The printing service is a leased service from an external provider.   
 
Usage is tracked by a PIN allocated to you and the cost of printing and copying passed on to your cost 
centre. 
 
Printing paper provision is arranged by the relevant administrator within your unit. 
 
Instructions on using your PIN as well as operating the multifunctional printers are mounted next to the 
machines for easy reference. 
 
Contact the ICT helpdesk in case of any queries. 
 
 
TELECOMMUNICATIONS SERVICES 
 
Acquiring the services 
 
ILRI is on an IP based telephony system. Headsets are therefore connected to the IP network. At the 
point of requesting for your services, your administrator will indicate the telecommunications services 
you require. i.e. 
 
1. A Telephone Extension: A new one may be requested for or an existing one may be allocated to 
you. NB: This extension is entered onto the properties of your email account for others to find 
your number from the Exchange Global address list. 
 
2. A Telephone PIN: A telephone PIN is used to make external calls. Your administrator will have 
requested for this and you will have in turn received communication from our ICT helpdesk on 
the details of the same. Please note that charges are usage based. All personal calls are charged 
to your personal account for settling and official calls charged  
 
 A quick reference to using your Headset 
Answering and Making a Call  
 
Making a Call  
 Dial the number you want to call (See dialing procedures below)  
 When answered, either lift the handset or continue on speakerphone. 
 Press the DIRECTORY feature button.  
 Use the dial pad keys to start spelling the last name of the person you want to call.  
 Press the NEXT feature button to view the next name alphabetically in the directory, if 
necessary.  
 Press the CALL-DISP feature button when you see the name you want.  
 To exit the Directory, press the Phone/Exit button of the Exit soft key.  
 
Call Dialing Procedures 
 
Internal Calls (Intercom), ILRI Addis , ICRAF 
 
Simply dial the person’s extension. You can find the extension by searching the properties of 
the account on the Global Address book within your outlook client or by querying he telephone 
directory on the intranet for ILRI Nairobi Staff. 
 
External Calls 
If you have an approval to make external calls from your extension, your administrator will 
request for a telephone PIN that shall be provided to you by our ICT helpdesk administrator 
which will allow you to make external calls. Note that calls are billed at the prevailing rates on 
usage basis. Please note that telephone PINs should remain confidential as any calls made using 
this PIN is charged to the person initially issued to. 
 
Official calls are billed to the cost centre provided to us by your administrator and official calls 
billed to your personal account for subsequent settling through finance. 
 
Local Calls 
 Official: Dial 9 + local number + # + PIN  
 Personal: Dial 8 + local number + # + PIN  
 
 
  
 
International Calls: 
  
Via Telkom VOIP  
 Official: Dial 9 888 + International number + # + PIN  
 Personal: Dial 8 888 + International number + # + PIN  
 
Via Telkom Standard rates  
 Official: Dial 9 000 + International number + # + PIN  
 Personal: Dial 8 000 + International number + # + PIN  
 
Via IVDN  
 Official: Dial 9 123 + International number + # + PIN  
 Personal: Dial 8 123 + International number + # + PIN  
 
How to Change Your Security Code 
 
 Dial *90followed by <extension>and press # then <current security code>and press 
#then <new security code>and press # then <new security code>again and press # 
 At this point, you should hear 3 confirmation beeps and you are finished 
 
Answering a Call  
 If you are not already on a call, lift the handset. If you are already on a call, press the 
alerting call appearance (Call-appr) button (slow flashing green lamp). This puts the 
existing call on hold and answers the alerting call.  
 To answer the call on speakerphone, press the SPEAKER button.  
 To answer the call using a headset, press the HEADSET button.  
 Call Log  
Calling a person from the call log  
 Press the CALL LOG button.  
 Scroll to the left or right to view a separate list of all, missed, answered, or outgoing 
calls.  
 Scroll up or down to select the person or number you want to call.  
 Press the OK button or the Call soft key.  
 
 Adding an entry from the call log to your contacts list  
 Press the CALL LOG button.  
 Scroll to the number that you want to add to your contacts list.  
 Press the Details soft key.  
 Press the +Contact soft key.  
 To edit the name or number, scroll up or down and edit as appropriate.  
 Press the Save soft key or the OK button.  
Contacts  
Calling a person from the contacts list  
 Press the CONTACTS button.  
 Scroll up or down to select the person or number you want to call.  
 Press the OK button or the call soft key.  
 
 
Adding a new contact  
 Press the CONTACTS button.  
 Press the More soft key.  
 3 Press the New soft key.  
 Enter the name using the dial pad. To enter characters using the dial pad:  
o Repeatedly press the number key that corresponds to the letter or number you 
want to enter until the letter or number is displayed.  
o Pause before entering the next characters if the characters are on the same key.  
o To enter a space, press 0.  
o Enter remaining letters or numbers.  
o Press the Bksp soft key to delete the last character.  
 Press the OK button or the OK soft key.  
 Enter the telephone number.  
NB: For external calls, remember to save as per the dialing procedures e.g. 9 + number for a 
local number  
 Press the Save soft key or the OK button.  
 
Editing a contact  
 Press the CONTACTS button.  
 Scroll to the contact you want to edit.  
 Press the Details soft key.  
  Press the Edit soft key.  
 Scroll up or down to choose the field you want to edit.  
 Use the dial pad and soft keys to make changes to the contact information.  
 Press the Save soft key or the OK button to save your changes. 
 
Forwarding a call  
 Press the Call-Fwd feature button. You hear a dial tone prompting you to dial the 
forwarding number. More Advance eatures Conference Calls  
 Dial the number you want to forward your calls to. After you dial the number, you hear 
a confirmation tone.  
 To turn call forwarding off, press the Call-Fwd feature button.  
 
Putting a Call on Hold  
 While connected to the call, press HOLD.  
 To resume the call, press the call appearance for the held call (fast flashing green lamp).  
Transferring a Call  
 While connected to the call you want to transfer, press TRANSFER.  
 Dial the telephone number.  
 Press COMPLETE soft key to complete the transfer.  
Making a conference call  
 While active on a call, press the CONFERENCE button. The call is put on hold.  
 Call the person you want to add to a conference.  
 When they answer, if they want to join the conference press the JOIN soft key. If they 
do not want to join the conference, press the DROP button. Then press the fast flashing 
green button.  
Adding a person to a conference call  
 Press the HOLD button to put the conference on hold.  
 Call the person you want to add to a conference.  
 When they answer, if they want to join the conference press the CONFERENCE button 
again or press the COMPLETE soft key If they do not want to join the conference, press 
the DROP button. Then press the fast flashing green button to rejoin the conference 
 
 
 Telephone Calls Accounting/Call Billing System 
An online system named PCoreView-web that displays instant call information is available for 
you monitor your telephone usage. 
 
 On your browser, go to http://ilrikephonebill.ilri.cgiarad.org 
 You will be prompted for a username and password. Enter your network username and 
normal password and leave the domain as is, then click on Sign in 
 
 
 
 
  The following window appears upon signing in. Depending on access level provided 
based on your level of authority (e.g. if a budget holder or not, you will find a 
number of reports. Standard user reports include the Usage details and Usage 
Summary. 
 
 
 
  To check your detailed or summary usage information, click on the appropriate link 
respectively. 
 
 Select the date duration, time if necessary and any other details for purposes of filtering 
depending on the kind of report that you would require and submit. 
 
 You may also want to either run your official or personal calls only. On the webpage, you 
will find an option to select official or Personal by double clicking on the category you 
need. 
 
 If no category is selected, the call records displayed will include both personal and 
official calls. See screenshot below. 
 
 
  The detailed usage information will give you a breakdown of calls that you have made 
using your PIN (Please note that you can use your PIN from any extension and calls 
listed will include those made for any extension but using your PIN). See below sample 
report: 
 
 
In case of any queries in regard to this please do not hesitate to contact the ICT helpdesk at 
ilrikehelpdesk@cgiar.org or Ext. 3253
 How to change your PIN 
 
 Log on to the call accounting/billing system as per instructions above. 
 
 While within the Call account system, you will find a link to “change Authcode” is the 
PIN. Click on it and follow instructions. 
 
 A new auto generated PIN will be forwarded to your email address. 
 
 
 
 DATA BACKUP & SHARED STORAGE 
Shared Storage 
The ICT unit provide shared storage space for use by ILRI departments and organisations hosted 
by ILRI. This provides for a central repository where common data is required by users within a 
team, department e.t.c. 
Upon placing a request for ICT services, the administrator will also indicate relevant access that 
you should have to shared folders. To created new main shared folders, please contact the ICT 
helpdesk. 
Backup 
Backing up your critical information and data is extremely important to prevent its loss in the 
case of technical failure or loss of your computer. The ICT unit has implemented automatic 
backups by use of Symantec backup for laptop users and is currently planning on an storage 
upgrade exercise to have all user computers backed up.  
 
 
ILRI CORPORATE RESOURCES 
The ILRI Intranet 
Our Intranet is a portal providing information on goings on within ILRI 
that are useful to all ILRI staff and to staff from other organisations 
hosted on the Nairobi campus as well as a central repository for links to 
important resources. 
The intranet home page will automatically load as a homepage on 
internet explorer upon logging onto your computer. 
 
 Although you can access the intranet from any device that is connected to the internet by 
entering the link http://intranet.ilri.org in the internet browser, access is limited to ILRI staff 
and our hosted organisations. You will be prompted to enter your logon credentials. This is the 
username that you were provided with when you joined ILRI and your current password. 
Username: ILRI\Username  
Password:  
 
The available resources include:  
 Current News from ILRI 
 Medium Term Reports, The ILRI Strategy, Policies, Trip Reports, etc. 
 Access to all applications i.e. HR4U, Prepay, Financial Reporting, , ICT helpdesk link, a 
link to Outlook Web Access e.t.c 
Online Financial Reporting 
Access through the following links: 
Nairobi based staff and other regions 
http://ilrinet.ilri.cgiar.org/Finance/1402/finances.asp .  
 
To log in, use the ILRI domain log on credentials provided by ICT to you in the form Imoore\Password 
For more details and any assistance you may need, contact Robert Nzioka at R.Nzioka@cgiar.org 
Human Resources System 
Access through http://hr4u.ilri.org/hr4u/default.aspx or from the Intranet Homepage, go to 
Information Systems > HR4U 
 
To log in, use the ILRI domain log on credentials provided by ICT to you in the form Imoore\Password 
 
The system allows you to: 
  View and update your personal information 
 View your employment history 
 Apply for leave 
 Apply for leave on behalf of supervisees 
 Approve leave requests 
 Run reports 
For more details and any queries on the HR system, please contact Jane Wachira at J.Wachira@cgiar.org  
 
Online Journals 
Access these through http://ejournals.ilri.org/login while off campus and 
http://infoilri.wordpress.com/ilri-journals-list/ while accessing from either campus. Use the 
logon credentials provided by ICT. 
 
For more details and any queries on the service, please contact InfoCentre-Kenya@CGIAR.ORG  
 
The ICT Portal 
This website contains everything you need to know regarding ICT Services.  
For more details and queries on the services, please contact the respective ICT helpdesks. 
Access it via http://ict.worldagroforestry-ilri.org  
COMMUNICATION AND COLLABORATION 
Below are the conferencing facilities we offer at ILRI. 
Virtual Meeting Tools: 
Web Conferencing (WebEx) 
Web conferencing is a solution that brings people together from 
multiple locations to share information in an interactive environment with other users over the 
Internet. 
This service, which is through a subscription to WEBEX, is ideal when: 
 
  Presentations are key for the meeting and participants are dispersed but have 
internet access or can call into the meetings 
 Brain storming is part of the meeting 
 Desktop sharing is a plus to demonstrate say applications, e.t.c 
 There is need for a ‘face-to-face’ experience with video from external or internal 
webcams 
 The expense or time of travel is a consideration 
 Up to 15 dispersed participants need to join the meeting from dispersed locations 
 Certain locations have many participants who can join the meeting as one 
participant and meeting centre projected to a bigger screen  
 
How to book 
To book for this service, send an email to the ILRI ICT Helpdesk on ilrikehelpdesk@cgiar.org 
The meeting request should be done 3 days before the actual meeting. This is to confirm 
availability. 
 Skype Conferencing 
Skype is a software application that allows users to make voice calls 
over the Internet. Calls to other users within the Skype service are 
free and low-cost calling to people who don't use the service. Skype can be used to call Landline 
and Mobile phones for different countries but at fee. 
 
Where can you use Skype in an organization? 
 Holding meetings with people in different regions. 
 Conducting interviews. 
 Allows for desktop sharing which is useful in sharing presentations with participants. 
 
 
 
Google Applications (A new way to collaborate in 
CGIAR) 
Through a subscription of the Google applications (educational) by 
ICT-KM, ILRI staff can now make use of Google applications for 
communication and collaboration. These are: 
 Featuring:  
 Google Docs helps you collaborate on project documents from any location. More and 
getting started 
 Google Presentations lets you create, share and edit presentations online with 
colleagues in different locations. More and getting started 
 Google Spreadsheets allows you to collaborate on project spread sheet documents 
from any location. More and getting started 
  Google Calendar offers you a space to organize all your activities in one location and 
gives you the flexibility of sharing information with CGIAR colleagues and non-CGIAR 
Partners. More and getting started 
 Google Sites is an online application that makes creating a team website as easy as 
editing a document. With Google Sites, people can quickly gather a variety of 
information in one place.  
 
 How do I request for access to cgxchange?  
o You do not need to request for an account. Once you have network logon 
account, you can automatically logon to http://www.cgxchange.org and start 
using the applications  
 How to log on: 
o Go to www.cgxchange.org and click on sign in 
o Enter your username in the form ILRI\username and your intranet logon 
password. 
 How do I logon to gtalk? Your logon to gtalk is the first part of your 
emailaddress@cgxchange.org and your normal logon password e.g 
a.smith@cgxchange.org .  
 What if I change my network password? You will need to log on to 
http://www.cgxchange.org using your new password then logon to gtalk.  
Click here for more FAQS about CGxchange 
Click here to go to CGxchange  
 
 
 
 
 
 Virtual Meeting Tools Decision Matrix 
 
The table below provides you with information regarding the virtual meeting tools available, features as well as requirements and when to use what tool. 
  
  
No. of 
remote 
participants 
Group 
Chat 
Supp
ort 
Video 
Supp
ort 
Goo
gle 
Talk 
Desktop 
sharing 
support 
Presentatio
n Support 
   Recording File 
Transfer 
Participan
ts can join 
Via 
Telephone 
Mac support Requirements by 
host 
Requirements for 
remote participants 
Skype 9 video-5 
voice-25 
Yes Yes Yes Yes No No Yes Yes Yes -Computer  
-Microphone  
-Speakers 
-Computer with Skype 
installed 
-Microphone  
-Speakers 
- Internet Connection. 
Email to participants 
NB: Inform ICT 2 
weeks prior and book a 
room upon discussion. 
WebEx 10 Yes Yes Yes Yes Yes Yes   Yes Yes - Computer    
- Microphone 
- Speakers 
- An Internet 
Connection or 
telephone number 
to participate by 
phone. 
-Computer  
-Microphone  
-Speakers 
-Internet Connection. 
Email to participants 
NB: Inform ICT 2 
weeks prior and book a 
room upon discussion. 
Teleconfe
rencing 
7 – unless if 
using a 
service 
provider 
No No Yes No No No No Yes N/A Teleconferencing 
equipment 
Teleconferencing 
equipment or a 
telephone 
Email to participants 
NB: Inform ICT 2 
weeks prior and book a 
room upon discussion. 
 Video 
conferenc
ing 
2 No Yes Yes No No No No No NA -Video conferencing 
equipment 
-Display 
-Fast Internet 
Connection 
Video conferencing 
equipment 
Display 
Fast Internet 
Connection 
Email to participants 
NB: Inform ICT 2 
weeks prior and book a 
room upon discussion. 
Gtalk 2 Yes No Yes No No No Yes No No - Computer  
-Microphone  
-Speakers 
-Internet 
Connection 
- Computer  
-Microphone  
-Speakers                          
-Internet Connection 
Ustream Unlimited Yes Yes Yes(
By 
host 
only) 
No Yes Yes No No   Computer 
Microphone 
Speakers 
Internet Connection 
- Computer  
-Speakers 
-Internet Connection 
Email to participants 
NB: Inform ICT 2 
weeks prior and book a 
room upon discussion. 
 
 
 ICT AWARENESS 
 
The ICT Unit is committed to providing tips and awareness on ways to improve your 
productivity by the use of the available tools as well as updating you on the latest technology 
and tools available. This is done through the ICT Awareness initiative. Look out for our weekly 
tips! 
 
For any subject that you may need covered on the ICT regular tips, send an email address to 
icrafilriictawareness@cgiar.org  
 SOFTWARE 
 
The ICT unit provides for standard software’s and that should be installed on your machine by 
default. Any other software, if not freeware will attract a licensing fee at the prevailing rates. 
Check with the ICT unit on the special software that you need. If the licenses are available, the 
software shall be installed upon provision of a cost Centre.  
ICT Services can assist you to obtain any other software that you require to carry out your job 
more effectively.  
Below is a list of our standard software that we provide 
Standard Software Chargeable Software 
 Adobe Acrobat Reader Adobe Professional 9 – USD 158 
Eset Nod 32 Anti-virus Adobe CS4 – USD 422.81 
Microsoft office 2007/2010 Adobe Photoshop CS4 – USD 314 
Backup client Dreamweaver – USD 145.25 
Travellers Access Service (TAS/IPASS) Endnote X5 – USD 100 per license 
WinZip Adobe Illustrator CS 4 – USD 104.88 
WinRAR NXPowerlite – EURO 20 
Office Updates  
Roxio  
Sonic  
Internet Explorer  
Mozilla Firefox  
Skype   
Power DVD  
 
For any queries, clarification, kindly get in touch with the ICT at ilrikehelpdesk@cgiar.org. 
